
 

 
CPS Specialist Training Guide – Provider Information     PI-1 

 
 

 

 

 

 

 

 



 

 
CPS Specialist Training Guide – Provider Information     PI-2 

PROVIDER SEARCH/MATCHING 

J C  P e n n e y

PI-02

 Search by provider name or match client needs with providers by entering criteria 

 

 Match is based on type of provider needed and profile of the client 

 

 All licensed foster family homes, adoptive homes, day care centers and 

agency/facilities are included in provider index for search or matching 

 

 Will allow greater access to providers throughout the state and more detailed 

provider information 
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PROS - Provider Search  

 

 
 

 This screen provides a means for locating providers who have been entered into the 

system  

- This includes Day Care, Foster Families, Adoptive Families and Agencies and 

Facilities 

 

 You can search for a specific provider by entering one of the following criteria 

- PROVIDER NUMBER  

- FACILITY NUMBER, which also includes the PROVIDER NUMBER 

- First two or three characters of the providers LAST NAME  

- Federal Tax ID Number  

 

 The more search criteria that you have the more limited your search will be  

 

 The system will take you to PROL (Provider List) screen after performing a search 

 

 Be thorough in your search in order to avoid entering duplicate providers into the system  
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PROL - Provider List  

 

 

 

 This screen will display all matches to the search criteria chosen on PROS (Provider 

Search) screen  

 

 You can SELECT, INQUIRE or MODIFY an individual provider on this screen  

 

 You may select a provider and use the fast PATH to access further information 

 

 You may choose to select providers who only have active licenses or providers with both 

active and inactive licenses 

 

 To add a provider after a provider search has been completed, press F11 

- PROE (Provider Entry) will be displayed 
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 Select the type of provider that you will be entering information on 

 

 Default flow of screens specific to the type of provider selected 

 

 Additional information screens may be selected to ADD, MODIFY or INQUIRE 

on  
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PROE - Provider Entry  

 

 
 

 This screen is used to add a new service provider 

- Social Workers will only select the type of “ADD NON-LICENSED/NON-

CONTRACTED PROVIDER” 
 

 Selecting a particular option from this screen will display ADDITIONAL data below the 

menu  

- This data must be filled out before ADD processing will continue 

 

 The appropriate Detail screen will appear upon SELECTION  

- Selection 2 and 4 will continue to PROD (Provider Detail) screen  

- Selection 1 and 3 will continue to FACD (Facility Detail) 

 

 Provider name should be entered last name first and then first name with no punctuation 

such as commas 
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PROD - Provider Detail  

 

 

 

 This screen is used to record/maintain detailed provider information 

 

 Required fields are: 

o Agency/provider name 

o Abrv Name 

o Provider County 

o Warrant Address 

o Address Start Date 

 

 The ADDRESS will be verified by Finalist (the post office address verification system) 

 

 You can use this screen to delete a duplicate provider by using the TERMINATION 

REASON field 

- Will not allow you to terminate the provider if the provider is providing services 

or has open placements
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FSPL - Facility Services Provided List 

 

 

 

 This screen displays a list of the types of services available from a provider facility 

- A service can be added to the list at any time     

 

 The list displays the service code and description of the service, the date the provider 

began offering the service and the date the provider stopped offering the service 

 

 In order for a worker to request a service on SERN/SERP for their client with a specific 

provider, the service must be identified on this screen 

 

 If there are additional services, a MORE indicator will display in the upper right corner of 

the screen. 

 

 Note: this screen can only be updated by regional fiscal officers (DPHHS), regional 

administrative officers (DOC) and certain individuals in Central Office. 
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PTID – Provider Tax Identification Detail 

 

 
 

 This screen is used by Central Office staff to update the federal tax identification and 

1099 information for a provider/facility 

 

 Information displayed includes the facility address, federal tax ID, tax ID type, SABHRS 

common vendor ID, 1099 required information and current/active license types 

 

 This screen must be updated before the worker can enter a “Y” in the worker approval 

field for the license on the FALD (Facility Approval/Licensing Detail) screen 

- Once the Federal Tax ID has been entered, the assigned worker for the facility will 

receive an alert notifying them that they can now enter their approval on FALD 

 

 The Federal Tax ID field can also be updated by the Regional Fiscal Officer.  1099 

information can only be updated by Central Office Fiscal staff 
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PADL - Provider Address List  

 

 

 

 This screen displays a history of a provider’s addresses 

 

 You can INQUIRE, MODIFY or DELETE address detail on this screen 

- If an address is CHANGING (especially WARRANT address type), don’t modify 

the existing address - put an end date on the old address and add the new address.  

This is important for history purposes 

 

 Use F11 (ADD) to add a new address  

 

 Only one address per type (Residential, Mailing, etc..) can be active at the same time 

 

 To display all the addresses for a provider with multiple facilities, enter the first part of 

the provider number (7 digits) followed by 000 

- Be sure that if a provider’s address is changing or ending that you check the 

address for ALL facilities associated to that provider 
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PADD - Provider/Facility Address Detail  

 

 

 

 This screen is used to record/display address information about a provider or facility 

 

 You can use this screen to INQUIRE, ADD or MODIFY addresses 

 

 The date and name of the worker that last updated the screen will display 
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PAKD - Provider AKA Detail 

 

 
 

 This screen is used to modify provider names and to add additional AKA’s  

 

 To modify a Provider name, the PROV NO is entered followed by three 000's  

 

 “M” (modify) must be indicated on the select line and the new name entered 

- The old name will now become an AKA for that provider 

 

 Additional AKA names can be added and/or deleted at the bottom of the screen 

 

 F7/F8 can be used to view additional pages of Provider AKA’s 

 

 The CCUBS NAME field indicates if this name was added to the system automatically 

through the interface with the CCUBS system (Child Care Under the Big Sky) 
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PIGD - Provider Information (General) Detail 

 

 
 

 This screen displays general information about a provider/facility in the CAPS system 

 

 Information will be displayed for ACTIVE LICENSES only and for those services not 

associated with a specific license 

 

 Information displayed includes the following: 

- Address 

- Provider contact information 

- Facility type and license status 

- Assigned licensing worker 

- Services provider/facility can provide 

 

 


